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INTRODUCTION 



The "Training Guide for Vocational Habilitation" is intended to 
be a working guide for counselors of habilitation clients, i.e. 
clients x^ith little, if any, vocational experience. The "Train- 
ing Guide" offers a program and resources for the preparation 
and development of the vocationally unsophisticated for the world 
of work. Those using it are encouraged to make suggestions for 
its improvement and/or further development. 

The "Training Guide" is organized by phases. Each phase is pre- 
ceded by a description providing objectives, criterion for move- 
ment, and resources. The content of each phase is organized into 
specific objectives for the client and appropriate resources for 
attainment of the objectives. These objectives and resources are 
further defined in three sub-section areas? (1) evaluations (2) 
vocational adjustment trainings and (3) specific job preparation. 

Selection of resources involves matching of training and counse- 
ling requirements with resource capabilities. The material pre- 
sented is intended to serve only as a guide which can be utilized 
or adapted according to individual client needs, counselor cre- 
ativeness and resourcefulness, and community employment require- 
ments and conditions. 




A Philosophy for Vocational Adjustment Training 



The National Council on Rehabilitation in August, 1943 defined 
rehabilitation as "the restoration of the handicapped to the 
fullest physical, mental, social, vocational, and economic use- 
fulness of which they are capable" (Townsend, 1952). This was 
intended to be a broad definition and refers to the concept of 
total rehabilitation. Vocational rehabilitation is one aspect 
of a total rehabilitation concept and has as it’s primary ob- 
jective the development of the handicapped as a productive, wage 
earning and taxpaying member of society (Yount, 1962). Accom- 
plishing this sometimes requires the coordination of community 
medical, psychological, vocational, and social services. 

V/hitehouse (1953) makes a distinction between "rehabilitation" 
and "habilitation" . According to him, rehabilitation is con- 
cerned with re-education, and habilitation with the education 
of the handicapped. Rehabilitation clients need services which 
will restore them to self-sufficient or nearly self-sufficient 
living. On the other hand, most habilitation clients have never 
lived independent lives. These individuals for the most part 
have little or no previous contact with the work world. There- 
fore, they need to be educated in basic vocational adjustment to 
develop fundamental capabilities, knowledges,, experiences, and 
attitudes. They need a vocational development program which will 
provide them with varied work experiences and realistic job train' 
ing. This type of educational program may require a training 
period of comparatively long duration. 

The model developed for this purpose is the experience center 
approach utilized by the Work Expex*ience Center of the St. Louis 
Jeitfish Employment and Vocational Service. In the experience cen- 
ter approach the professional vocational counselor serves as the 
client* s case manager. In managing a client’s program, the coun- 
selor may draw upon various resources which he deems appropriate 
to the educational, psychological, and social development of the 
client for future employment. 

The habilitation workshop is one of these resources. The habili- 
tation workshop is like the transitional shop. It places empha- 
sis on the industrial conditions which approximate those found in 
similar business operations in the community. In the experience 
center approach, however, the workshop is only one educational 
resource in the process of vocational adjustment. 

Another major resource is the employer and his place of business, 
referred to as a "job-site". These job-sites are used for eval- 
uation and training in a milieu of direct x^ork experience. Coop- 
erating employers permit clients to work or train at their loca- 
tions for varying lengths of time as prescribed by counselors for 
specific training objectives. Such sites differ greatly not only 
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in terms of job duties, but also in terms of responsibility, psy- 
chosocial complexity, and work pressure. Through the use of em- 
ployer job- sites the program can provide virtually any type of 
environment and training- the client needs. 

The experience center counselor is in a position to employ those 
situations and environments that offer maximum opportunity to 
develop the vocational potential of a particular client. For 
example, if his client needs a closely supervised domestic situa- 
tion under the direction of an understanding female supervisor, 
it is possible to arrange this type of situation. If a situation 
is needed in an industrial setting perhaps with opportunity for 
initiative and responsibility, this, too, is possible within the 
scope of the program. 

In early stages of adjustment, the NEC workshop is used by the 
professional counselor as a resource in preparing clients for 
experiences at employer job- sites. Later, it is used as an ex- 
perience resource in conjunction with job-site assignments, 

Habilitation clients need to be educated for the real work com- 
munity and xtforkshops serving them must approximate the expecta- 
tions of future employers (Nelson, 196J; Thompson, 1958)* For 
this reason the habilitation workshop foreman should be an ex- 
perienced industrial person familiar with production, time and 
motion studies, work contracting, employee relations and super- 
vision, His primary motivation must be workshop management and 
total production control, i.e, the control of materials, machin- 
ery, labor, time, quantity and quality, and cost. 

The behavioral dynamics of clients and the therapeutic aspects 
of the shop are of secondary interest and importance to the habi- 
litation workshop foreman. Even though he is basically produc- 
tion oriented, a good foreman must be skilled in interpersonal 
relations. This is universally recognized in industry and busi- 
ness i it is no less true for rehabilitation workshop foremen. 

The professional counselor can assess behavioral dynamics and 
can relate them to general employment requirements. In addition 
to employers and job- site supervisors, the workshop foremen serve 
as the counselor* 3 complement in the work world. Understanding 
and cooperation between the counselor and foreman is crucial to 
the success of the habilitation effort. 

* ■* 

The xtforkshop plays an integral role in the developmental process 
and is at the disposal of the counselor for use at any time. Em- 
phasis is on the individualization of the client* s program. In 
addition to the workshop and job- sites a wide range of supportive 
resources available to the counselor include traditional counse- 
ling techniques as well as other training approaches common in in- 
dustry. Some of these include group instruction, job rotation, 
orientation programs, field tours, and audio-visual training sit- 
uations. 





In the experience center approach the professional must be more 
than a qualified counselor, knowledgable about human behavior 
and development. He must also be an excellent coordinator, 
capable of working with many people in various capacities to. 
foster maximum development of the clients employment potential. 
He must be skilled in communication in order to use employers 
and supervisors as true adjustment resources. The professional 
counselor must be familiar with working conditions if his counse- 
ling is to be truly ’'vocational’ 1 , However, he must depend in 
part, on cooperation of supervisors and employers for whom pro- 
duction demands, supervision, job changes, efficiency, responsi- 
bility, consistency, perseverance, and tolerance for work are 
real. 

It is the reality factor which is emphasized. in the experience 
center approach. The workshop is reality oriented, though shel- 
tered, and serves as a transitional phase to experience in real 
employer establishments. The employer job-site experiences then 
provide an excellent basis for further evaluation, adjustment 
training, and specific job preparation. This work and training 
in employer establishments becomes the bridge of adjustment to 
community employment. Once employed, the client’s experiences 
become completely real. Continuous adjustment proceeds after 
employment, abetted by coordinate efforts of the counselor and 
supervisor. The counselor’s role is eventually phased out to 
the supervisor as the client’s guidance n jt ds are diminished. 



The Work Experience Center Program 



The major aim of the Work Experience Center program is to enable 
clients to attain their highest level of self-sufficiency. 

Vocational habilitation training at the Center includes two pri- 
mary areas s general vocational adjustment and specific job pre- 
paration. Because of the limited experience background and emo- 
tional immaturity of most habilitation clients, the greater part 
of the WEC program is directed toitfard vocational adjustment train- 
ing. Clients are generally lacking in work tolerance, persever- 
ance, and the ability to function both independently and as part 
of a team. Most of them are naive about work and jobs. They need 
to learn the importance of working, of establishing job goals, and 
of training for the jobs. Specific job training is integrated 
with vocational adjustment training at later stages of the pro- 
gram. 

In managing a client* s program, the professional training counse- 
lor may draw upon various resources, using the techniques which 
he deems appropriate at each stage of the client *s development. 

The main training vehicle for the development of general voca- 
tional adjustment is the habilitation workshop. In the workshop, 
clients do industrial contract production much like that in many 
rehabilitation programs. The primary workshop technique is to 
vary job assignments or work situations in accordance with client 
adjustment needs. 

Another important resource in the WEC program is the use of actu- 
al employers and their place of business. Employer job-sites are 
utilized for field tours and short-term work experiences. The 
advantages of these employer job-sites for evaluation and train- 
ing are that : 

1. The experience is real and concrete. On the job-site the 
client can work with ’’normal" employees in related activities, 
and have the opportunity to demonstrate and test his abili- 
ties, or lack of them, in a setting and on activities similar 
or identical to those faced in future job placement. 

2. The job- site provides for a functional appraisal of behavior- 
• al dynamics on the job by both the training counselor and the 

employer. With the help of the employer, the counselor can 
objectively and realistically observe, evaluate, and develop 
the potential of a client. 

3. By use of a variety of job-site assignments, the training 
counselor and the client can experience an immediate percep- 
tion of client likes and dislikes in terms of areas of em- 
ployment. Thus, the counselor is in an excellent position 



to evaluate and offer maximum training and guidance services. 

4* Similarly, the client and training counselor obtain immediate 
perception of client capabilities and limitations. 

The job-site experience and its duration may be flexible and is 
arranged by the training counselor with the employer depending on 
the objectives the counselor has determined. Job- site assignments 
are usually one to three weeks in length, but may be for any per- 
iod of time. The training counselor makes every effort to give 
the client enough time at the job- site to be able to assess his 
potential ability and offer maximum adjustment and/or specific iob 
training. 

Flexibility in the use of job-sites is very important. The result 
of one experience determines the client’s next job-site situation 
or further evaluation technique, which will be employed by the 
training counselor. Every effort is made to build on previous 
experiences to further the personal and vocational adjustment of 
the client as well as to probe areas of interest and potential 
capability. 

The WEC facility has a training room which serves as another po- 
tential resource to the training counselor. This is a classroom 
fully equipped with audio-visual aids. It is used mainly for in- 
struction and counseling of individuals or small groups in speci- 
fic job tasks or work behavior. 

Parents also have £ part in the training; they are encouraged to 
participate in client development throughout the program. Par- 
ents are involved in the evaluation of client potential and 
readiness, the establishment of vocationally related goals, and 
in specific training (such as in the use of public transportation). 

Training counselors frequently contact parents through home visits, 
conferences at the WEC, telephone consultations, and correspon- 
dence. In addition, parents are encouraged to participate in 
group discussion sessions held at the WEC while the client i 3 in 
the program. These sessions emphasize cooperative planning and 
effort and realistic parental attitudes toward future employment 
of their child. Participation of parents is considered one of 
the most important ingredients in the training program. 

The WEC program utilizes a client-centered approach. The client 
progresses within the program at his own rate dependent on his 
capability and needs. No time schedules are set for training. 

The training counselor, based on his observations and evaluation 
information from resources he has used, determines when a client 
is ready for movement through the program. 

A review of the program sequence will help give some insight into 
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how the various training resources are employed to affect the 
transition through habilitation training to employment. The pro- 
gram is organized into five phases for purposes of clarity and 
evaluation. 

Phase One 

During the initial phase emphasis is placed on internal (at WEC ) 
evaluation and general vocational adjustment. The clients time 
is divided among s (a) working on contracts in the workshop; (b) 
off- job training utilising audio-visual techniques in job orienta- 
tion groups; (c) field tours to job-sites; and (d) counseling ses- 
sions, Each client is given appropriate experiences to provide 
him with a realistic beginning orientation to employment, and to 
give the training counselor a sound basis for evaluation of his 
work potential. The client usually stays in phase one until he 
attains an acceptable level of adjustment to qualify him for work 
at an outside job- site. 

Phase Two 

Phase two is an extension of phase one emphasizing adjustment and 
evaluation during short experiences with actual employers. Phase 
two gives the training counselor a chance to observe the client 
under community job conditions. 

When the client has demonstrated capability to work in an outside 
job setting, and when he shows interest and capability in some 
occupational area, he is ready for phase three. 

Pha 3 e Three 

During phase three the client is given specific job preparation. 

By this time the client has been oriented to various job areas 
and (with counseling assistance) is capable of selecting a job 
for which he desires training. At the VJEC specific job prepara- 
tion takes place in the workshop, in the training room, and on 
job-site assignments. Evaluation in terms of job skills, work 
habits, and attitudes continues. Emphasis is placed on vocation- 
al adjustment factors relating to the specific job for which the 
client is being prepared. This work and training will then pro- 
vide a transition to community employment. 

Phase Four 

When the client has been prepared for a specific occupation or 
s job situation and has developed sufficient independence and voca- 
tional adjustment, a full or part-time job try-out with an em- 
ployer is arranged. Ultimate employment in these assignments is 
contingent upon the client's performance. This phase may last up 
to four full weeks dependent on the client's progress. Emphasis 
is placed on assisting the client to make a satisfactory adjustment 
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to the total job situation* 
Phase Five 



The client in this phase of the program is officially employed. 
Emphasis is on job satisfaction as well as job competence* Fol- 
low-up counseling is continued with the empioyee, employer, and 
parents until satisfactory adjustment and an acceptable level of 
job stability is attained. After several months (usually six) of 
continuous employment for the same employer, the employee is 
awarded a "Certification of Employment Qualification"." The certi- 
ficate attests to the employee’s capability. It signifies a high 
level of job success and habilitation and can be used by the em- 
ployee as a reference in seeking future jobs. 

As the training program develops, the NEC staff is continually 
looking for answers to questions regarding the vocational poten- 
tial and training of habilitation clients. The present approach 
is eclectic. It draws upon currently accepted theories about 
learning by emphasizing realistic, concrete and meaningful ex- 
periences in a developmental program. It integrates staff re- 
sources and background, the experiences of other programs, and 
experiences of the first two years of the Work Experience Center. 

Based on initial experiences with this program the staff has ob- 
served that; 

1. No single approach or fixed time schedule can fulfill the 
needs of all habilitation clients. Rather, various resources 
and techniques utilized during different phases of training 
can be combined effectively to bring about the development of 
client vocational potential. 

2. The use of employer job-sites is a valuable tool in both eval- 
uation and training of habilitation clients. 

3* Parents can be effective colleagues in the development of cli- 
ent potential. 

4. The teaching of specific job skills can assist the client in 
the development of general vocational adjustment. 
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PHASE 



PHASE ONE 



Phase on© is primarily a period of vocational adjustment and gen- 
eral evaluation of employment potential. During this phase the 
client usually spends one-half time in classroom instruction and 
one-half time in vocational habilitation training. 

The resources available to the training counselor for evaluation 
and adjustment training include (a) various standardized measure- 
ment instruments, (b) camples of work, (c) the habilitation work- 
shop, (d) employer job-sites, (e) field tours, (f) counseling, 

(g) classroom instruction utilizing audio-visual techniques, and 

(h) the home* 

Each client is given appropriate experiences to provide him with 
a realistic orientation to employment; beginning development of 
acceptable personal and vocational attitudes and habits; and fami- 
liarization with the work world to give the training counselor a 
sound basis for evaluation of his work potential and general in- 
terests. 

In classroom instruction, the client learns to handle his work- 
shop income through familiarization with banking services and 
budgeting. He is also taught work-related concepts such as re- 
sponsibility, initiative, and dependability. Use of public trans- 
portation is also introduced during this phase, and parents are 
encouraged to assume the responsibility for teaching the client 
to use the bus. 

The client usually stays in phase one until he attains an accep- 
table level of adjustment to qualify him for work at an outside 
job- site for at least one week. 
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PHASE OHE 
VALUATION 



OBJECTIVES 



I. To assess client's general aptitudes, 



2. To assess client's general achievement. 



3. To assess client's general performance. 



i).. To assess client's general interests. 
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PHASE ONE 



EVALUATION 



RESOURCES 



Only the most commonly used and/or applicable 
instruments are cited, 

a. Individual Intelligence Tests; 

WAIS 

b. Nonverbal group scales of mental ability; 

Revised Army Beta Examination 
Goodenough Drawing Test 

c. Tests of mechanical aptitude 

d. Tests of clerical aptitude 

e. Differential Aptitude Test Battery 

f. Personality Rating Scales; 

Vineland Social Maturity Scale 
Texas Screening Battery for Subnormals - 
Bown*s Self Report Inventory as adapted 
by Stephens 

g. Texas Screening Battery for Subnormals- 
Stephens Listening Test 

h. Texas Screening Battery for Subnormals- 
Dis crimination Reaction Test 

i. Samples of work 

j# Texas Screening Battery for Subnormals- 
Peck*s Sentence Completion as adapted 
by Stephens 

k. Draw-A~Person Test 

l. Bender Visual-Motor Gestalt Test 



a. Wide Range Achievement Test 

b. Metropolitan Achievement Tests 



a. Purdue Pegboard 

b. Texas Screening Battery for Subnormals- 
Dotting Test 

c. Production work samples 

d. Workshop observations 

e. Short-term employer job- site experience 



a. Short-term employer job- site visits and 
experiences 

b. Interview 




COMMENTS 



PHASE ONE 



EVALUATION 



OBJECTIVES 



5. To evaluate client’s home environment as it relates to voca 
tional support and success. 



PHASE ONE 
EVALUATION 



RESOURCES 



a. Horn© visit 

b. Texas Screening Battery for Subnormals- 
Questionaire for Parents - Form 2 

c. Texas Screening Battery for Subnormals- 
Worchel f s Rating Scale for Child Concept 
(Revised) 



COMMENTS 
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PHASE ONE 



VOCATIONAL ADJUSTMENT TRAINING 



OBJECTIVES 

A. Work Standards 

1. To acquaint client with general work routines, rules, 
policies, and facilities at WEC. 

2. To give client preliminary background for workshop con- 
tract work, 

3* To foster adaptability, adjustment, and change. 

B. Work Exposure 

4. To give client preliminary job orientation. 

5. To give client exposure to community jobs. 

6. To acquaint client with work environments* 

7. To give client experience with a variety of jobs. 

8. To give client experience with different co-workers. 

C. Work Attitudes 

9. To foster job interest. 

10. To orient client to realistic job goals. 

11. To assist client in the development of self-confidence 
for employment. 

D. Personal Skills 

12. To assist client in procedure for cashing earnings checks. 
13* To assist client to develop and use a budget, 

1 4 . To foster good grooming habits. 

ljp . To familiarize client with local transportation services 
and how they can be used for personal purposes. 
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PHASE ONE 



VOCATIONAL ADJUSTMENT TRAINING 



RESOURCES 



a. Counsel 

b. Orientation, audio-visual materials and 
aids 

c. Samples of work 

d. Rotation on workshop contracts 



a. Job-site visits 
b* Job-site experience 

c. Audio-visual materials and aids 

d. Samples of work 

e. Workshop contracts 



a. Counsel 

b. Group discussion 

c. Reference materials, brochures, trade 
magazines, etc, 

d„ Audio-visual materials and aids 

e. Rotation on workshop contracts 

f. Job-sfte visits 

g. Home coordination 



a. Counsel 

b. Audio-visual materials and aids 

c. Instruction 

d e Bus service company 
60 Bank visit 

f. Home coordination 



COMMENTS 



PHASE ONE 



SPECIFIC JOB PREPARATION 



OBJECTIVES 



1 . 



To orient client to jobs which seem to be within his capa- 
bilities. 



PHASE ONE 



SPECIFIC JOB PREPARATION 



RESOURCES 



a. Audio-visual materials and aids 

b. Job-site visits 

c. Task or job experiences 

d. Samples of work 



COMMENTS 
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PHASE II 



PHASE TWO 



Phase two, an extension of phase one, emphasizes adjustment and 
evaluation during short experiences with actual employers. The 
client spends any number of weeks, usually one or two, at job- 
sites and may, in some cases, continue to spend one-half time in 
classroom instruction. The program is flexible, however, and 
clients may bo placed full-time in work training by the training 
counselor. 

Phase two gives the training counselor an opportunity to observe 
clients under community job conditions. At this time, no special 
effort is made to teach specific job skills. Rather, the job- 
site assignment is designed as a "real work” environment for fos- 
tering favorable work habits and attitudes. Phase two also tests 
the client* s ability to adjust to new jobs, different employers, 
supervisors, responsibilities, and to begin to develop realistic 
vocational goals. It provides a setting for a functional apprai- 
sal and development of behavioral and social dynamics on a job by 
two complimentary sources, the professional and the employers. 

Other resources utilized by the training counselor during this 
phase can include (a) samples of work, (b) the habilitation work- 
shop, (c) field tours, (d) classroom instruction and audio-visual 
techniques, (e) counseling, and (f) the home. 

In classroom instruction the client may learn names, numbers, and 
time concepts associated with bus transportation and other mater- 
ial related to his anticipated vocational area. 

When the client has demonstrated capability of working in an out- 
side job setting, and when he shows interest and qualifications 
for some occupational area, he is considered ready for phase three. 
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PHASE TWO 



EVALUATION 



OBJECTIVES 



1. To assess client f s work potential in terras of aptitudes, 
abilities, interests and performance. 



2. To assess client*s concept of self as a productive worker. 



3. To assess client behavioral dynamics in a work situation. 
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PHASE TWO 



EVALUATION 



RESOURCES COMMENTS 



a. Short-term employer job-sites 

Job-site supervisors 
Job- site co-workers 

b. Samples of work 



a. Short-term employer job-sites, 

b. Group discussion 

c. Counsel 



a. Short-term employer job- sites 
Job-site supervisors 
Job- site co-workers 
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PHASE TWO 



VOCATIONAL ADJUSTMENT TRAINING 

OBJECTIVES 

« « 

A. Work Standards 

1„ To foster work independence. 

2„ To develop ability to organize work. 

3. To promote a work vocabulary. 

B • W ork Exp o sur e 

ij.. To give client job experience. 

C. Work Attitudes 

To foster good general work habits and attitudes. 

6. To promote development of an acceptable and appropriate 
employer- client/employee relationship. 

7* To foster realistic job interests. 

D. Personal Skills 

8. To familiarize client with names, numbers and time con- 
cepts associated with bus transportation. 
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PHASE TWO 



VOCATIONAL ADJUSTMENT TRAINING 



RESOURCES 



a. Short-term employer job-sites 

b. Habilitation workshop 

c. Samples of work 

d. Instruction 

e. Audio-visual materials and aids 

f. Counsel 



a. Short-term employer job- sites 

b. Habilitation workshop 

c. Samples of work 



a. Counsel 

b. Job-site experience 

c. Habilitation workshop 

d. Group discussion 

e. Supervisors 



a. Counsel 

b. Group instruction 

c. Audio-visual materials and aids 
d# Home and parents 

e. Bus service company 



COMMENTS 



PHASE TWO 



SPECIFIC JOB PREPARATION 



OBJECTIVES 



1. To orient client to specific job skills which seem to be 
within his capabilities and develop those aptitudes which 
offer the greatest potential for employability. 



PHASE TWO 



SPECIFIC JOB PREPARATION 



RESOURCES 

a. Job- site training 

b. Audio- visual materials and aids 

c. Samples of work 



COMMENTS 
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PHASE III 








PHASE THREE 



During phase three the client is given training with emphasis on 
vocational adjustment as it relates to a specific job . By this 
time the client has been oriented to various job areas and with 
counseling assistance, is capable of selecting a job area in 
which he desires training. Evaluation in terras of job skills, 
work habits, and attitudes continues. 

Usually, the client receives full-time vocational training during 
this phase. The development of job skills and an acceptable self- 
concept are considered very important during this phase. 

The resources available to the training counselor for specific 
job evaluation and training includes (a) various standardized 
measurement instruments, (b) samples of work, (c) the habilita- 
tion workshop, (d) employer training-sites, (e) field tours, (f) 
counseling, (g) audio-visual techniques, and (h) the home. 

When the client has demonstrated an acceptable level of job know- 
how, positive work attitudes, and an adequate recognition of his 
strengths and weaknesses, he is ready to make the transition to 
community employment. 



PHASE THREE 



EVALUATION 



OBJECTIVES 



1. To assess client*s capabilities in terras of specific job 
skill requirements. 



2. To evaluate client* s behavioral characteristics and emotional 
and social skills, as they relate to the specific job require 
ments. 



PHASE THREE 



EVALUATION 



RESOURCES COMMENTS 



a. Job-sit© 

b. Measurement instruments 

c. Samples of work 



a. Job- site training 

b. Counsel 



PHASE THREE 



VOCATIONAL ADJUSTMENT TRAINING 



OBJECTIVES 

A. Work Standards 

1. To foster a high level of productivity and efficiency, 

2. To foster tolerance for a full day*s work. 

3. To foster adapability. 

4. To foster work organization, independence, and initiative. 

5* To promote personal hygiene as it relates to job at ten- 
dance and habits. 

6 e , To develop ability to handle situations involving social 
interaction with customers and/or guests. 

B„ Work Exposure 

7. To give client specific job experience. 

C. Work Attitudes 

8. To foster a desire to work and be employed. 

9. To foster realization of individual differences. 

10. To foster healthy attitudes toward personal strengths and 
weaknesses. 

D. Personal Skills 

11. To help client reach a practical level of ability in hand- 
ling money and change. 

12. To develop ability to handle possible inter-personal diffi- 
culties encountered on the job. 

13. To develop ability to handle initial interview with employer. 

llj.. To familiarize client with the proper use of the telephone. 

l£. To develop client capability to use bus to WEC. 
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PHASE THREE 



VOCATIONAL ADJUSTMENT TRAINING 



RESOURCES 



a. Counsel 

b. Group discussion 

c. Role playing 

d. Habilitation workshop 

e. Job- site training 
f* Samples of work 



a. Job- site training 

b. Samples of work 



a. Audio-visual materials and aids 

b. Counsel 

c. Group discussion 



a. Counsel 

b. Group instruction 

c. Role-playing 

d. Home and parents 

e. Public bus 

f. Bus time schedules 



COMMENTS 



PHASE THREE 



SPECIFIC JOB PREPARATION 



OBJECTIVES 



1. To familiarize client with various work environments in a 
specific job area# 



2. To acquaint client with equipment important to specific job. 



3 * To familiarize client with primary and supplementary job 
duties for specific jobs. 



b r . To emphasize the importance of, and means for, inter- coordina 
tion and teamwork with other workers in a specific job role. 



To emphasize the importance of the worker’s role in a parti cu 
lar business. 



6. To familiarize the client with the responsibilities of the 
worker in a specific job. 



/ 7 • To acquaint the client with ways to organize work and manage 

/ activities on a specific job. 

/ 

/ 

/ 

/ 

8. To foster improvement in areas of weakness for the specific 
job. 






PHASE THREE 



SPECIFIC JOB PREPARATION 



RESOURCES 



a. Audio-visual materials and aids 

b. Job-^site visits 
e. Job- site training 



a. Audio-visual materials and aids 

b. Job- site training 

c. Samples of work 



a. Audio-visual materials and aids 

b. Job- site training 

c. Samples of work 



a. Audio-visual materials and aids 

b. Job- site training 



a. Audio-visual materials and aids 

b. Job- site training 



a. Audio-visual materials and aids 

b. Job- site training 



a. Individual instruction 

b. Job- site training 

c. Samples of work 



a. Counsel 

b. Habilitation workshop 

c. Job-sites 

d» Audio-visual materials and aids 







COMMENTS 



1 



PHASE IV 
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PHASE POUR 



The client enters phase four when he has been prepared for a spe- 
cific occupation and has developed sufficient independence and vo- 
cational adjustment to merit a full or part-time job try-out with 
an employer. Emphasis is placed on assisting the client to make 
a satisfactory adjustment to the job, to the work tasks, and to 
the employer. The client receives wages from the employer during 
this period. 

The "resources" normally used by the training counselor during 
phase four include the employer, the parents, and on-the-job 
counseling. This phase may last up to four weeks; the length of 
time is dependent on the client* s progress. Ultimate employment 
in these assignments is contingent upon the client* s performance. 
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PHASE POUR 



EVALUATION 



OBJECTIVES 



1. To assess personal adjustment to job, employer, and co-workers. 

2. To assess client/employee capability and aptitude for specific 
job. 

3. To evaluate client/employee's satisfaction with job. 

4* To assess client/employees capability for independent travel 
to and from job. 

5. To determine employer's satisfaction with client. 





GS ,Q 



PHASE FOUR 



EVALUATION 



RESOURCES COMMENTS 

a . Job 

b. Employer 



a . Job 

b. Employer 



. Client/employee 
. Employer 

c. Parents 



a. Public bus service 

b. Employer 
c* Parents 



a. Employer 



PHASE POUR 



VOCATIONAL ADJUSTMENT TRAINING 



_ _ OBJECTIVES 

1* To assist th© client/ employe© in developing work independence 

2, To assist in developing a positive employer- employee relation 
ship • 

3. To assist client/employee in solving adjustment problems en- 
countered on job. 



ij.. To assist client/employee in developing and maintaining a 
budget for earnings. 








PHASE POUR 

VOCATIONAL ADJUSTMENT TRAINING 



RESOURCES 

a. Job 



a. Job 

b. Client/employee 

c. Employer 



a. Supervisor 

b. Client /employee 

c. Parents 



a. Client/employee 
b„ Parents 



LJ3 






kTJ 



cc? 












C2 



rv*\ 









I 

I 
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COMMENTS 



PHASE FOUR 



SPECIFIC JOB PREPARATION 



OBJECTIVES - 

1. To assist client/employee to know job duties and responsibi- 
lities. 



2. To familiarize the client/employee with the general work area* 
use of special equipment, location of work materials, etc. of 
the specific employer. 



3. To assist the client/employee in developing a pattern of work 
and an ability to organize work. 



4. To develop client/employee ability to secure dependable trans- 
portation to and from work. 



PHASE POUR 



SPECIFIC JOB PREPARATION 









C3 



RESOURCES 



a. Employer work requirements 

b. Supervisor 



a. Job 

b. Supervisor 



a. Job 

b. Client/employee 



a. Parents 

b. Public bus service 



at? 



Czt? 




o 




COMMENTS 




PHASE V 



PHASE FIVE 



This is a continuation of phase four. The client in this phase 
of the program is officially employed and earning an employee 
wage. Emphasis is on job satisfaction as well as competence. 
Follow-up counseling is continued xtfith the employee, employer, 
and parents until satisfactory adjustment and an acceptable level 
of job stability is attained. A minimum of thirty days of contin- 
uous employment is required to substantiate the employ ability of 
the client. 

After several months (usually six) of continuous work for a single 
employer, the employee is awarded a "Certifi cation of Employment 
Qualification". The certificate is signed by appropriate program 
staff, and the employer; it attests to the employee's capability. 
It signifies a high level of job success and habilitation and can 
be used by the employee as a reference in seeking future jobs. 



PHASE FIVE 



EVALUATION! 

OBJECTIVES 

1. To evaluate employee's satisfaction with job. 

2. To evaluate employee's satisfactoriness on job. 

3. To evaluate parent/guardian attitudes toward employment. 



PHASE FIVE 



EVALUATION 



RESOURCES COMMENTS 

a. Employee 

b. Parents 

a. Supervisor 



a, parents/guardians 



PHASE FIVE 



VOCATIONAL ADJUSTMENT TRAINING 



OBJECTIVES 



1. To promote good work habits and wholesome interpersonal re 
lationships. 



2. To assist employee in maintaining a budget for earnings and 
in the completion of income tax reports. 



PHASE FIVE 



VOCATIONAL ADJUSTMENT TRAINING 



RESOURCES 



a. On-the-job counsel 

b. Parents 



a. Employee 

b. Parents 



COMMENTS 



PHASE FIVE 



SPECIFIC JOB PREPARATION 



OBJECTIVES 



1. To assist employer and/or supervisor in any training or 
handling of problems with employee# 



PHASE FIVE 



SPECIFIC JOB PREPARATION 



RESOURCES 



a. Employee counsel 

b. Supervisor discussions 

c. Home counsel 



COMMENTS 
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APPENDIX A 



MANAGEMENT OP CLIENT FOLDERS 

1. Management of the individual client* s file folder is the re- 
sponsibility of the training counselor, 

2. The training counselor maintains client folders for all active 
clients (evaluation, training, placement, and follow-up cases) 
assigned to him. 

3. Following is the content of client folders: 



Section 




I 


DVR Summation Report 


II 


Counselor Training Plan 


III 


Progress Reports 



A. DVR Four-Week Report 

B. Progress Information - Anecdotal Record 

C. Disciplinary Reports 

D. Wage Change Record 

E. Inter-Office Memorandums 

F. Correspondence 

IV Home Contact Information 

A. Home Interview 

B. Home Contact - Anecdotal Record 

C. Correspondence 

V School Contact Information 

A. School Contact - Anecdotal Record 

B. School Memorandums 

VI General Information 

A. General Information Data 

B. DVR Medical Report 

C. JEVS Registration 

D. Parent Permission Forms 

VI.I Evaluation Data 

A. School District Evaluation Information 

B. VJEC Test Evaluation Information 

C. NEC Production Ratings 

D. Other Evaluation Information (employers, 
social agencies, parents, etc.) 
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APPENDIX B 



ST. LOUIS JEWISH EMPLOYMENT AND VOCATIONAL SERVICE (JEVS) 

REGISTRATION CARD 



Ins truction s 

1. The JEVS Registration Card inust be completed for all new 
clients upon entrance into WEC. The yellow card is used 
for males, the blue card for females. 

2. In addition to the self-explanatory data requested of the 
client, the following data must be supplied by the training 
counselor on the front upper right hand corner of the form: 

(a) Project or program 

(b) H - handicapped 

(c) Referral Source - DVR and name of DVR counselor 
referring 

(d) C - initials of WEC training counselor 

3. Initial interview comments should be written on the back 
side of the form. 



4. An entry should be made on the inserted white form for the 
initial intake contact and upon closure. The code key for 
the initial visit and for placement information is as follows 



PV 


First visit 


OK 


Hired 


DNR 


Did not report 


DNA 


Did not accept 


RC 


Refused wages condition 


NQ 


Not qualified 


REV 


Revisit 


NIJ 


No work 


PP 


Position filled, no ref 


RPP 


Referral made, PP 


LI 


Letter in 


LO 


Letter out 



5. After the initial interview and registration, the conpleted 
JEVS Registration Card is forwarded to the Assistant Exe- 
cutive Director for assignment of a serial number for re- 
cord keeping purposes. It is then returned to the training 
counselor for inclusion in the client* s folder. 

6. Any placements of one week or longer should be entered on 
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the hack of the form w itfc, the self-explanatory data requested*, 
The card is then forwarded to the Assistant Executive Director 
for recording of statistical data and returned to the training 
counselor,, 
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JEl r S Registration Card Insert 
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PRIST SAME IN IS* IN THIS *PAGE 



LAST NAME 



nnsr 



moon 



(,X> NOT WRIT* iN THIS SECTION) 



ADDNKSIf* 



TELEPHONE NO. 



DATE Or S1STN 

mswym i l»at_ i v«AfT 



HEIGHT 



r*n 



INCHES 



WE20MT 



coJuonarNAiN 



social security 

NUMBER 



NkAC* sr sirth tcirr, state country* 



CITIZENSHIP 



STATS WORK LIMITATIONS CAUSED ST ANY PHYSICAL CONDITION 



RESSOfNCS 



YEAR OP 

arrival in 



>f » LOU ID 1 SnaLIlM I O THER LAMP. (fl.NTERQTHHR LANS. BCHECK ) 

srrAKt 



CHECK MARITAL 
BY AT US 



CHECK UVINS 
ARRANSEMENTI 



•IHSLX 



AT HOME 



MARRIED 



OTHER 



RELATIVES 



OTHER 




WRITE) 



RELATIVES 



NAME OP RATHER 



NAME OF MOTHER 



HAMEOP HUSBAND OR WIFE 



HOW MANY 

CHILDREN 
DO YOU 

HAVE) 



SERIAL MO# 

CLASSIFICATION 

1. 



S. 



4 . 



SOURCE 



1 



< UMMAPIY 



Ami VOU A 

SASSAYH 

OfIKRV. 

SR? 

YES 



HO 



EDUCATION 



ENCIRCLE HIGHEST 
GRADE COMPLETED 



12348(970 
GRAMMAR SCHOOL 



12 0 4 
HIGH SCHOOL 



HIGH SCHOOL | 


1 OATES 


1 train u 


rc% 















COURSE 



SPECIAL SUBJECTS 



DIPLOMA 
'*«« o:*nr» 



COLLEGE OB SPECIAL 


EDUCATION 


1 




gm sm jr» t 


OATES 


OAY OR 


UAJnR rtf) SPFFiAL fllili JFFT 


DEGREE OR 


SCHOOL* 


FROM 


TO 


GVCN'G 


MRJUN WH 11 r LVil A V# SUSJLWI 


DIPLOMA 
























i 

" j * 1 1 w - “* 


j 
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DO NOT WRITE ASOVr THIS LINE 



LIST IN OKDKR TOUR JOB PKEPEKENCEB 


MIN. BALAKV 
ACCEPTABLE 


1. ..... ...... _ 




t. 




3. 




49. 





EMPLOYMENT FILL OUT IN DETAIL * LIST LAST JOB I IRST 

RECORD LIST THOSE 4 JOSS MOST RECENT AND OF LONGEST DURATION 



DESIRED 

SAURY 



STATE YOUR DUTIES ON THE JOS 



NAME OP PIMM 


TYPE OP BUSINESS 


i 


ADDRESS 






PROM 


HOW obtained 


SALARY 8 MIN, A MAX* ) 


NAME Or 

IMMEDIATE SUPERIOR 




TO 


WMY LEFT 






r — — — — rr — ' ‘MLT — t - 11 ,f ft •■ 'Titoi - 


LEAVE BLANK j 


NAME or riRM 




TYPE OF BUSINESS 


1 


ADDRESS I 




J 


PROM 


HOW OBTAINED 


SALARY 1 MIN. S MAX. 1 


NAME Or 

IMMEDIATE SUPERIOR 




TO 


WHY LEFT 








| LEAVE BLANK ] 


NAME or riRM 


TYPE OP BUBINEaa 


j 


ADDRESS 






PROM 


HOW OBTAINED 


SALARY | MIN. S MAX. ) 


NAME or 

IMMEDIATE SUPERIOR 




TO 


WHY LEFT 




a 




| LEAVE SUNK J 


NAME OP riRM 


TYFE or SUSINEES 


... . .. ........ — — - — . --- 


ADORE*. 




... 


PROM 


HOW OBTAINED 


SALARY C MIN. AM AX.) 


name or 

IMMEDIATE SUPERIOR 




TO 


WHY LEFT 








LEAVE SUNK J 



applicants signature 



DATE 
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xiPPENDIX C 



MISSOURI DIVISION OP VOCATIONAL REHABILITATION (DVR) 

EVALUATION REPORT 



Instructions 



1. If a client referred to WEC is found eligible by DVR, the DVR 
counselor iv'ill grant a contract for services (evaluation) to 
NEC, The services specified in the contract must be started 
between the two dates authorized in the contract, 

2. Before the expiration of the contract for services the WEC 
training counselor must submit one copy of a written "Evalua- 
tion Report” to the DVR counselor. This report should in- 
clude: 

(a) background information regarding client 

(b) information regarding disabilities 

(c) current status, e.x., in school, 

(d) evaluation of abilities and method of evaluation 

(e) information concerning home 

(f) WEC training counselors anticipated disposition for 
client and proposed plan of WEC training. If other 
training resources are to be utilized, they must be 
cited in the plan. 

3. Two copies of the report should be placed in the client* s 
(WEC) folder, one copy in the WEC DVR administrative file, 
and at least one copy sent to the appropriate referral source. 
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APPENDIX D 

WORK EXPERIENCE CENTER (NEC) 
TRAINING PLANS 



Instructions 

1. A written training plan for each client should be completed 
by the clients training counselor within ten calendar weeks 
from the client’s date of entrance into the program. 

2. Training plans should develop as a result of the training 
counselor’s intensive evaluation of the client and should 
include the following information: 

A. Evaluation of client - a brief narrative summary and 
interpretation of the counselor’s evaluation proced- 
ures, techniques, and findings as they relate to the 
vocational potential of the client. It is not ne- 
cessary to report test scores in the training plan 

as these are entered elsewhere in the client’s folder. 

B. Anticipated disposition - the counselor’s evaluation 
of client capabilities and potential should lead to 
an anticipated outcome of training. It is this ten- 
tative employment/employability GOAL for which train- 
ing is planned. 

C. Training plan - the counselor’s goals and plans are 
the most important part of the report. It should re- 
flect the counselor’ 3 plans for the client in terms 
of concrete steps for developing his vocational po- 
tential. This can be stated in general terms and 
should include the anticipated resources to be used 
in carrying out the plan. 

3. Upon completion of the written training plan the counselor 
should distribute copies to the Director of Client Services, 
VJEC, the DVR counselor, and when appropriate, school per- 
sonnel and social workers. Training plans should also be 
discussed or explained to the parents of the client. 

ij.. Any major changes in training plans should be indicated in a 
memo to the Director of Client Services, WEC. Copies of the 
memo should be distributed to any other persons the counselor 
deems appropriate. One copy of the memo should be attached 
to the training plan in the client’s folder. 
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APPENDIX E 



MISSOURI DIVISION OF VOCATIONAL REHABILITATION (DVR) 

MONTHLY REPORTS 



Instructions 

DVR monthly reports are submitted for each client every twenty 
work days. The monthly reports are submitted with billing for 
training at periods specified by DVR* usually every four weeks* 
DVR Is billed for training if the client has been present at 
least ten days of the twenty day period. One copy* of the month- 
ly report is sent to DVR with a bill and one copy is entered in 
the WEC DVR administrative file. 
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DEPARTMENT OP EDUCATION 

DIVISION OF PUBLIC SCHOOLS 

VOCATIONAL REHABILITATION 
Jefferson City, Missouri 

MONTHLY REPORT 

(SUBMIT ONLY ONE COPY EACH MONTH/ . 

Date- 



Name of Student..., ..... 

Name of Training Agency. 
Address of Agency. ........ .... 

Period Covered by Report. 

Absence: — ...Days, 

Attendance: .....Days, 



Progress: Check \/ 



Excellent . . . 


J.S 


Very good . . . 


rnmmmmt* 


Good •*«••• 


«S»*3 


Pair ««•••• 


»<*::« *9* »:« 


Poor 
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REMARKS AND SUGGESTIONS. 
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APPENDIX P 



MISSOURI DIVISION OP VOCATIONAL REHABILITATION (DVR) 
SUPPLEMENTARY (SUMMATION) REPORT 



Instructions 



1. At the termination of a DVR authoriza tion for training* the 
training counselor must submit one copy of a written ^Supple- 
mentary (Summation) Report 11 • The report should summarize 
client services for the year, current status, and recommenda- 
tions. 

2, Two copies of the report should be placed in the client f s 
(WEC) folder, one copy in the WEC DVR administrative file, 
and additional copies sent to other appropriate sources. 



APPENDIX G 



ST. LOUIS JEWISH EMPLOYMENT AND VOCATIONAL SERVICE (JEVS) 

JOB CARD 



Instructions 



1. The purpose of the JEVS Job Card is to maintain a current 
file on employer contacts. The form is to be completed in 
triplicate (green, yellow, and x-Jhite copies) for each job 
order received. 

2. In describing duties of the position opening reference may 
be made to; 

’’Training Handbook and Guide to the Use of the 
Occupational Dictionary” Missouri Division of Em- 
ployment Service, Jefferson City, Missouri, 1961. 

3. The back of the form is completed for each referral made. 
The code key is as follows; 

PI Phoned in 

PO Phoned out 

NAC Cancelled. No applicant capable 

T Trip 

PP Position filled, no referral 

RPP Referral made. PP 

OK Applicant on job 

OKD Applicant discharged in day or less 

DNR Applicant did not report for interview 
HX Applicant hired. Did not show up 

TR Applicant told to report 

4. When a job placement is made the green and white copies are 
forwarded to the Assistant Executive Director of JEVS and 
the yellow copy is retained in the WEC employer file. 



APPENDIX H 

CERTIFICATION OF EMPLOYMENT QUALIFICATION 






EXPEKIENCE VVOo,,la,,d l#ISt 

CENTER 



CERTIFICATION OF 
EMPLOYMENT QUALIFICATION 



A Not-for-profit Vocational Training Agency 
for Handicapped Young Men and Women 



(Front) 



(Inside) 



WOUK 

EXPERIENCE 

CENTER 



Certification of 
V.M-ploymcnt Qualification 



has met the requirements set forth by the Work Experience 
Confer and is deemed qualified for employment as a 



in situations whore adequate initial training and supervision are 
provided. 

He has successfully attained the following: personal adjustment 
to work situations, competence in job training and a minimum 
of months satisfactory work at: 



Employer 



Training Counselor 



Date issued: 



The Work Experience Center is sponsored by: 

St. Louis Jewish Employment and Vocational Sorvico 
St. Louis County Special School District 
Missouri Division of Vocational Rehabilitation 



(Back) 
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l*)IIMT MAMC IN INN IN THIS *t ACE 



< Cn 

LUST NAME 



FIRST 



MIDDLE 



(»X> NOT WNITC SM THU IMCTCOM) 



ADDNKil!) 

■MUM 



TELEPHONE NO# 



pate or mmiH 

MBNYH ' DAV ' VEAf l 



HEIGHT 



feet 



HjCMEB 



WEIGHT 



CGLQRQFMAIR 



PLACE SF BIRTH (CITY. state COUNTRY) 



SOCIAL SECURITY 
NUMBER 



CITIXENSHIF 



BTATI WORK LIMITATION* CAUSED 3T AMY PWV8ICAL CONBII 



lOMl 



YEAR OR 
ARRIVAL IN 



if. LOUIS 1 gMBLUH. I O TH^RLANq, ( fl.NTERQTHflR LANS. SCNECK) 
SP7AK1 



CHECK MARITAL ,, eMiCK UVtNB 
STATUS * ABBAHBEMEMTI 



• 1HBLX 



MARRtID 



: AT HOHg 



RELATIVES 



OTHER 



OTHER 



READ! 



WRITE) 



SPEAK) 



RKAOf 



WRITE) 



RELATIVE* 



NAME OR FATHER 



NAME ©F MOTHER 



NAMEOf MUSBANOORWIfE 



HOW MANY 

CHILDREN 

oil vou 

HAVE? 



ARtlVOUA 

SABBATH 

OIERRV. 

K*9 
YEB 



SERIAL NO, 



CLASSIFICATION 

3. 

JL. 

s. 



4 . 



SOURCE 



1 



{ UMMAAY 



NO 



EDUCATION 



ENCIRCLE HIGHEST 
GRADE COMPLETED 



12 3 4 8 6 7 0 

GRAMMAR SCHOOL 



i a o 4 

HIGH SCHOOL 



HIGH SCHOOL 


OATES 


*«nt4i 


Tf) 















COURSE -* SPECIAL SUDJECTS 



DIPLOMA 

VIBO^HO 



COLLEGE OR SPECIAL EDUCATION 



DO NOT WRITE ABOVE THIS LINE 



SCHOOL 



DATES 



FROM 



TO 



DAY OR 
EVCN'G 



MAJOR OP SPECIAL SUBJECT 



DEGREE OR 
DIPLOMA 



EMPLOYMENT FILL OUT IN DETAIL • LIST LAST JOB f IRST 

RECORD LIST THOSE 4 JOSS MOST RECENT AND OF LONGEST DURATION 



LIST IH ORDER YOUR JOB PREFERENCES 



MIN, SALARY 
ACCEPTABLE 

f iw i n ■■ < ■ * 



Jt. 

Jj# 

4# 



DESIRED 

SALARY 



STATE YOUR DUTIES ON THE JOS 



NAME or rittM 


TYPE OF BUSINESS 


j 


ADORES* 




# 


mom 


HOW OBTAINED 


•ALARY ( MIN, A MAX.) 


NAME OF 

IMMEDIATE SUPERIOR 




TO 


WHY LEFT 






J 


LCAVC BLANK j 

— ^ ■ — fr , .. .M 


NAME or riNM 




TYPE OF BUSINESS 




ADORES* 




j 


FROM 


HOW OBTAINED 


SALARY l MIN. A MAX.) 


NAME OF 

IMMEDIATE SUPERIOR 




TO 


WHY LEFT 








LEAVE BLANK J 


NAME OF FIRM 


TYPE OF BUSINEBS 


J 


AOORIBB 






FROM 


HOW OBTAINED 


SALARY (MIN. A MAX.) 


NAME OF 

IMMEDIATE SUPERIOR 


J 


TO 


WHY LEFT 




* 




| LEAVE BLANK J 


mama or riNM 


TYPE OF BUSINESS 


* — ■ ■ - j 


ACOftM* 






fAOM 


HOW OBTAINED 


•ALAKY (MIH.BHAX.) 


NAME OF 

IMMEDIATE SUPERIOR 




TO 


v#mv L«rr 






| LEAVE BLANK 1 



APPLICANT'S SIGNATURE 



DATE 




